How to Capture Screenshots
QUICK REFERENCE GUIDE

There is a way to capture your screen even if you don’t have ‘Sniplt’, ‘Snaglt’, or
some other capture tool.
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Put your curser on the screen you want to capture.

Hit the ‘Print Screen’ key located on the top right corner of your keyboard.
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Select your Start menu (bottom left of your screen).
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Select All Programes,
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Select Accesssories

Select the Paint
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Select ‘Paste’
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The screen that you captured will appear on the Paint page.
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You can narrow down your selection by cropping the picture.

Select ‘Crop’ from the menu a the top.
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Drag your curser over the area you want to select.
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A square will appear around the area you want to select.

Right click inside the square, and select Copy.

Open a new Paint page by clicking the Blue dropdown area in the top menue (on the left).
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Select New. (It may ask if you want to save changed to your untitled page. You cans elect
Don’t Save). A new Paint page will open.

Select Paste from the top left menu. The cropped picture that you created will be pasted to
this page.

Home View

= Crop 2 d Sor GO 8
* | L] Resize i &EOGOE

"k Rotate - g /f {“\ Bmihes @ﬁg{%ﬁz

gard Image Tools Shaj

Colad | Todar |
] I

{ ot |[Fl & e AT SV e m =) . [ 4§
ij % | | _‘j,_. Ridlss = k.. w . -\_\ \} _.J\ [ ::-f/\. - _ .
Lrle d 304 or f

:;@_ﬁ‘f“?”‘ﬂ kg D2l Gl K o s oaimoma ey 3. | I 500 oot caA ey .| I P

T paplrQ DO[RORAL] Aor 2,... T sapCPO_OO[GLORAL] Apr 2.... =% SAP Ceriral Process Schedks... [ Soogle T e1s 2 Pers Catsiog Ky Person

&l Cabi Employes and Banafit Participant Portal

Benefits - Resources - Findajob  MNews

ran KENTUCKY

Select the Blue dropdown menu at the top left again to save your new file.
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Select Save As and choose the type of file you want to create and where you want to save it.

m O 2 m 22 m " m X

How to Capture Screenshots Page 5 of 5



